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BUDGET CLASSIFICATIONS. 



Uetinitioii and content of the standard account titles and explana- 
tion indicating the articles which belong to each classification thereof, 
and giving the definitions of these classifications to be used in, (first) 
the four and one-half months' budget, February i6, 1915 — June 30, 
1915, (second) the first year of the biennium, July ist, 1915, to June 
30, 1916, and (third) the second year of the biennium July ist, 1916, to 
June 30, 1917- 

W. O. Heffernan, 

Budget Commissioner, ■ 
State of Ohio. 
Columbus, Ohio, October i, 1914. 
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BUDGET CLASSIFICATIONS. 



The need of new classifications, which has been evident for many 
years, was proved in tiie 19(4 budget. Classifications adopted for tlie [914 
budget, with slight modifications, wiil prevail in the 1915-16 and 1916-17 
budgets. Departmental officials, and eiiTployes charged with designation 
by classitications articles purchased from appropriations, have had their 
conception of public expenditures clarified to the extent that there is 
no longer existing any confusion in their minds as to the proper classifica- 
tion of. any article necessary to the proper conduct of the legitimate 
activities of the state government. 

The operation of the 1914 budget has proven beyond question the 
need for classified expenditures. The practical experience thus gained 
has also proven the efficacy of classification and segregation, and has 
ameliorated the bad condition that was gradually growing worse. Dis- 
tinct dividing lines have been drawn to separate the various classes of 
service needed. Prior to the 1914 budget no such lines of demarcation 
existed, and this failure to classify expenditures has always resulted 
iri anfractuous efforts to determine at divers periods the exact and 
correct Status of the state's finances. The budget, through its provision 
for proper classification, has forestalled the abuse of appropriations 
which heretofore existed under loose classifications. Accounts are now 
so kept that it is always possible to determine just to what account an 
article is chargeable, and the budget rules, as -applied by the auditor, 
automatically estops misclassification of articles purchased, although 
they may have been incorrectly classified by the department drawing 
the voucher. 

Particular care must be exercised in making the projier classifica- 
tions on vouchers drawn against the 1915-16 and 1916-17 budget bill 
appropriations. If misclassified, voucher will be returned by the Auditor 
of State for correction. Departments .should bear this in mind, as 
there will be no deviation from this rule. 

Familiarize yourself with these classifications, and do not send any 
voucher io the Snte Auditor without the proper classification noted 
thereon. Definitions of the Standard Account Titles, classifications and 
sub-classifications follow, and you are again urged to stirdy them that you 
may aid in the promulgation of that part of Ohio's plan of efficient and 
economic government. 
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STANDARD ACCOUNT TITLES. 

1. "Personal Service." 

2. "Supplies." 

3. "Materials." 

4. "Equipment." 

5. "Contract and Open Order Service." 

6. "Additions and Betterments." 

7. "Fixed Charges and Contributions." 

8. "Rotary Fund.s." 

DEFINITIONS OF STANDARD ACCOUNT TITLES. 
Personal Service, 

All expenditures for service,'' of a personal charatter consisting of 
acts of certain persons performed by reason of contract, (express or 
implied} or because of an official relation placing persons under the con- 
tinuous direction and control of another employe or officer. 

Supplies. 

Supplies are articles which can be used but once, or which, after 
being used once, show a material change in, or appreciable impairment 
of their physical condition. 

Materials. 

Materials are articles and substances in a natural or rrtanufactured 
state entering into the construction or repair of any building, highway, 
apparatus, machinery or other equipment. 

Equipment. 

Efjuipment includes all apparatus, machinery, vehicles, tools, instru- 
ments, furniture, fittings and other articles which can be used over and 
over again without material change in or an appreciable impairment of 
their physical condition. 

Contract and Open Order Service, 

Contract and Open Order Service includes all expenditures for ser- 
vices other than personal whether it be the acts of individuals, companies, 
etc., who have by contract (express or implied) or otherwise undertaken 
to render service to the Stale. 

Additions and Betterments (Capital Outlay.) 

This title means permanent investments — capital expenditures for 
lands, structures and non- structural improvements to lands represented 
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at the completion of the transaction by an asset. Land and its improve- 
ment represent either the ownership in fee or the enjoyment under tease 
of real estate. A distinction of vital importance arises here, in that in 
the former case the valuable life of the expenditure is co-terminous 
with the life of the improvement, while in the latter it is limited to a 
term of years either more or less than life. 

Improvements consist of all expenditures of any kind that add 
permanent value such as leveling grounds for foundations of structures; 
grading; drainage; tunnels for heating plants, etc. 

Fixed Charge and Contributions. 

(Defined by classifications). 

Rotary Funds. 

All expenditures from appropriations made for such puqioses as 
"Central Warehouse" and "Manufacturing and Sales Funds" of the 
. Ohio Board of Administration and the proposed "Central Purchasing 
and Distributing Warehouse" — revolving funds where there is always 
the original value of the appropriation either in cash or its VHHHk 

CLASSIFICATION OF STANDARD ACCOUNTS. 
Personal Service. 

(i) Salaries, regular and temporary, 

(2) Wages, regular and temporary. 

(3) Unclassified. 

Supplies. 
(i) Food supplies. 
{2) Forage and veterinary supplies, 
{3) Fuel supplies. 

(4) Office supplies. 

(a) Postage. 

(b) Other office supplies. 

(5) Medical and surgical supplies. 

(6) Laundry, cleaning and disinfecting supplies. 

(7) Refrigerating supplies. 

(8) Educational and recreational supplies, 

(9) Botanical and agricultural supplies, 
• fio) Motor vehicle supplies. 

Ill) (leneral plant supplies. 

Materials. 

( 1 ) Highway materials. 
12) Building materials. 
(3) Cieneral plant materials. 
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Equipment. 

( 1 ) ( >ffice equipment. 

(2) Household equipment. . 

(3) Medical and surgical equipment. 
{4) Live stock. 

(5) Motorles.s vehicles and equipment. 

(6) Motor vehicles and equipment. 

(7) Wearing apparel. 

(8) Educational and recreational equipment. 

(9) General plant equipment. 

Contract and Open Order Service. 



(1) 


(jeneral repairs. 


(2) 


Mot 


or vehicle repairs. 


(3) 


Water. 


(4) 


Light, heat and power. 




(a) 


Lighting grounds. 




(1>) 


Lighting Imildings. 




(•c) 


Lighting Cajntol dome. 




(d) 


Power. 




<e) 


Heal. 


(5) 


Janitorial service. 


(6) 


Transportation. 




(a) 


Hire of horse and vehicle with driver. 




(li) 


Hire of horse and vehicle without driver. 




(c) 


Storage of motor vehicles. 




(<i) 


Storage of motorless vehicles. 




(e) 


Shoeing and boarding horses. 




(t) 


Veterinary services. 




(b) 


Hire of automobiles. 




(h) 
(i) 


Expressage, freight and deliveries. 

Traveling expenses. 

(i) Railroad, traction and steamship fare. 

(2) Stateroom, chair car or sleeper. 

(3) Meals. 

(4) Hotels. 

(5) Street car. 

(6) Cab or bus.' 

(7) Livery. 

(8) Telegraph. 

(9) Telephone, 
(to) Stenographer. 

(11) Express. 

(12) Postage. 
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(i3) Office rent. 

(14) Witness fees. 

(15) Maintenance of witnesses. 

(16) Serving subpoenas. 

(7) Communication. 

(a) Telegraph, 

(b) Telepiione. 

(c) CaHe and messenger service. 

(8) Contingencies. 

{9) General Plant service. 

Additions and Betterments (Capital Outlay.) 

(i) Land. 

(2) Structures and parts. 

(3) Non-structural improvements to lands. 

Fixed Charges and Contributions. 

(i) Sinking Fund. 

(2) Common School Fund, 

(3) Universities. 

(4) Normal School. 

(5) Highway Fund. 

(6) Rent. 

(7) Insurance. 

(8) Contributions. 

Rotary Funds. 
(No classification). 

PERSONAL SERVICE. 

(Standard account title.) 
Definition of its classifications. 

A— Salaries. 

All expenditures which are personal in" character including the 
salaries of regular or temporary employes where on a semi-monthly, 
monthly or annual basis and appearing on a payroll of regular form. 

B— Wages. 

.'^Il expenditures which are personal in character including the 
wages and pay of regular or temporary employes, measured by the time 
employed on a per diem basis, and appearing on a payroll of regular 
form. This is also the "Day Rate" method which groups several work- 
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men m a body and pays each one a certain sum for a certain number 
of hours work, the amount depending upon the skill called for and upon 
tabor conditions. 

BB — Unclassified Service. 
All expenditures for services which are personal in character not 
appearing upon payrolls of regular form. This classification includes 
special service fees under contract or open order or otherwise, such as 
special counsel for the Attorney General's department, etc., and all work 
not paid on a salary or "Day Rate" basis, services and. allowances com- 
bined when settled as one sum and services including equipment when 
the compensation for furnishing equipment is included as one in the 
rate of pay. 

SUPPLIES. 

(Standard account title). 
Definition of its classifications. 

Food Supplies. 

Food forms a natural group. It is unnecessary to list the articles 
chargeable to accounts for food supplies. All articles of food for human 
beings are to be included in this sub-division. HOWEVER. UNDER - 
NO CIRCUMSTANCES SHALL ANY SPIRITOUS LIQUORS 
BE INCLUDED UNDER FOOD SUPPLIES. Only a few depart- 
ments are called upon to furnish food for employees, |)atients or inmates. 
The sub-classification for Food Supplies, however, is not limited to 
these departments. .Administration departments having supper bills 
should have an account for Food Supplies, to which these supper bills 
should be charged. 

Forage and Veterinary Supplies. 

Forage and Veterinary Supplies will include all food articles of 
whatever nature used for live stock and animals belonging to the state, 
or to institutions supported by legislative appropriation, and all mate- 
rials and veterinary supplies used in the treatment of their ills. The 
word "Forage" is used in its full dictionary meaning and covers the food 
of fish, squirrels, pigs, sheep and zoological specimens as fully as it 
covers the food of horses and cattle. 

Fuel Supplies. 

Fuel Supplies naturally include all substances, such as coal, wood 
and oil, used for cooking, heating and generating power. The only 
fuel item which is separated from this natural classification and which 
is not to be charged to fuel accounts is gasolene or other fuel used in 
motor vehicles. This separation is made because it is important to make 
separate appropriations for the operation of automobiles, ■ 
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OfBce Supplies. 

Office supplies will include all articles necessary to the proper 
operation of an office, except articles ])roper!y classified as "Equipment". 
The sub- classification "Office Supplies" is again divided into 

(a) Postage. 

(b) Other office Supplies. 

All stationery and printing that is not supplied by the public printer 
or the Secretary of State will be classified as office supplies. 

It may seem illogical to include all stationery under Supplies in 
view of the fact that many articles of stationery are durable and last 
for years but practically no stationery is purchased by the departments 
except blank forms for emergency use, articles not obtainable from Pub- 
lic Printer and Secretary of State and small articles for transient use. 
so it is not considered advisable to separate stationery into Equipment 
and Supplies. 

Office Supplies will include very few items. A typewriter is em- 
phatically not an office supply but office equipment. A ribbon which 
is used upon a typewriter is an office supply. In most instances appro- 
priations for Office Supplies consist only of an amount sufficient to pay 
for towel supplies, ice water, postage and stationery for emergency use. 

Medical and Surgical Supplies. 

Medical and Surgical Supplies consjst chiefly of medicines, bandages 
and other little articles that are used once in the treatment of, or opera- 
tion upon a patient and then thrown away. This heading will not in- 
clude any instrument or other equipment used in, or around a hospital. 
Articles which have been misnamed in the past as Surgical Supplies are 
included under the heading of Medical and Surgical Equipment. Medi- 
cal and Surgical Supplies include all whiskey, wines, alcohol or other 
spiritous liquors. Spiritous liquors must not be charged to a food sup- 
ply account. Supplies used in the laboratories of hospitals are properly 
chargeable to Medical and Surgical Supplies accounts, but no article 
. which can be used over and over again without material impairment of 
its physical condition should be charged to this account. Appropriations 
for such articles shall be made under Medical and Surgical Equipment 
accounts. 

Laundry, Cleaning and Disinfecting Supplies. 

Laundry. Cleaning and Disinfecting Supplies will include all soap, 
soda, starch, blueing, scouring powders, cleaning preparations, carbolic 
acid, deodorants and disinfectants used in the laundry or anywhere for 
laundry, cleaning and disinfecting purposes. Departments should be 
careful not to charge any equipment to this account. The brush which 
is used for scrubbing is not to be classified under Supplies. It is part 
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of the Equipment. The laundry basket is not to be classified as Sup- 
plies ; it is equipment. Appropriations for such equipment will be made 
under the Equipment accounts. 

Refrigerating Supplies. 

Refrigerating Supi>lies are to include all ice, ammonia, salt and 
other articles of .similar character used for refrigerating purposes. No 
tool, implement or other piece of equipment is included under this head- 
ing. Such tools, implements and other equipment are chargeable to 
General Plant Equipment, 

It should be kept in mind that all ice is not to be classified as 
Refrigerating Supplies. The ice used for cooling water in the office 
serve,"; the same purpose, hut it is so in.significant in amount that it couid 
not be well set ui> in account by itself; therefore, it is classified properly 
as an office supply. ^ 

Educational and Recreational Supplies. 

Educational and Rfecreationat Supplies are to consist of all articles 
of transient use in schools, playgrounds and recreation centeri. provided 
that the articles can lie either used but once, or if used more than once, 
will show a material change in their condition. Great care should be 
exercised in observing the rule which separates Educational and Recre- 
ational Supplies from Educational and Recreational iMpiipment, The 
E<|uipment account will include all articles which have a degree of per- 
manency which permits of repeated use without material impairment of 
their physical condition. 

Agricultural and Botanical Supplies. 

.Agricultural and liotanical Supplies will consist of seeds, bulbs, 
young plants, fertilizers, etc, used for farm, park or public grounds but 
will not inclu<le any tools or implements used in planting or cultivating 
such plants. 

Motor Vehicle Supplies. 

Motor Vehicle Supplies will consist chiefly of gasolene or such 
other fuel as is used in the operation of an automobile. It will include 
lubricating oils and other articles which can be used but once, or which 
will .show a material change in their condition if used more than once. 
Departmental heads MUST NOT charge to this account the cost of any 
automobile a])purtences. such as lamps, carburetors, magnetos, horns, 
robes, etc. These articles are positively and emphatically equipment 
and not supplies and they must he classified as Motor \"ehicle Equipment. 
.Appropriation for such equipment will be made under the Motor Vehicle 
Equipment accounts. The tank for generating lights on an automobile 
is equipment. The carbide used in the tank is a supply. 
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General Plant Supplies. 

General Plant Supplies will embrace all articles, not otherwise class- 
ified, used in any plant, no matter what the plant may be. No articles 
classified or classifiable in any of the preceding classifications should 
be included under the heading of General Plant Supplies, except in 
cases, where no appropriation exists for the proper classification and 
when special exceptions are made. This classification is intended to 
cover only those things which have not been classified elsewhere. 

The small incidental supplies necessary in the operation of stationary 
engines, machine shops, carpenter shops and in the operation of any 
plant, are to Ije included under the heading General Plant ^Supplies. 
However, no articles or materials such as nails, screws, nuts, bolts, pipe 
fittings, lumber or other articles used for making repairs, are to be 
classified under this heading. 

MATERIALS. 

(Standard account title.) 

Definition of its classifications. 

Materials will include every article of every nature used in con- 
struction or repair of property. A nail or a screw is material just 
as certainly as the heavy steel beams that are used for the reconstruc- 
tion of a building. Paint is a material and not a supply. Road oil is a 
material and not a supply. Paint and road oils are used as materials 
for making things. Paint is one of the materials for miking a house. 
It is not one of the supplies for operating a house or for^using the equip- 
ment therein. Road oil is a material for making a road. Some of it is 
very light and volatile but that does not change its character as materials. 

The only exception in classifying materials as Materials is in the 
case of dry goods which are purchased in bulk by departments, but 
cut up and used for departmental purposes. Strictly speaking, a bolt of 
cloth is material, but when this material is immediately transformed by 
departmental labor into sheets for the bed, it is more convenient to 
classify it as the thing which it is to become, namely, Equipment. How- 
ever, a bolt of cloth bought by the same department, for instance, the 
Reformatory, and used for the purpose of making goods for sale, must 
be classed as Materials. 

There are three sub-classifications of Materials, as follows; 

Highway Materials, 

Building Materials. 

General Plant Materials. 

Money appropriated for the repair of highways is classified under 
Highway Materials. Money appropriated for repairs to public buildings 
and offices is classified under Building Materials. Money appropriated 
for Materials other than those classified under the two preceding classifi- 
cations is included in the General Plant Materials Accounts. 
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EQUIPMENT. 

(Standard account title.) 
Definition of its classifications. 

Office Equipment. 

Office Equipment will consist of every article of furniture and 
equipment necessary in an office, provided, however, that no article 
furnished by Public Printer or Secretary of State and chargeable under 
Office Supplies is charged to Equipment account. 

Office Equipment accounts are to cover the cost of typewriters, 
adding machines, desks, tables, chairs, letter presses, racks, carpets, rugs, 
filing cases, mimeographs, etc.. 

Household Equipment. 

Household Equipment accounts are intended for the hospital and 
institutions maintained by the state. Household Equipment includes all 
furniture, such as chairs desixs, tables, rugs, carpets, bureaus, dressers, 
bedsteads, bedding, bed linen, towels, stoves, cooking utensils, table- 
ware and other dining room furniture and equipment for institutions, 
Eucli as the Penitentiary, Reformatory, State Hospital, etc. 

The word "Household" is intended to cover not only the residential 
:iiid dormitory end of the hospital, but the wards and patients' bedrooms. 
This classification does not include any tool, instrument or other equip- 
ment used by physicians and surgeons iti operating upon or treating 
-])uticnts. It is advisable to separate such equipment from Household 
^^quipment of a hospital. Appropriations for such articles are made in 
Aledical and Surgical Equipment accounts. 

Medical and Surgical Equipment. 

Medical and Surgical Equipment includes al! instruments, operating 
tables and other equipment to be used in operating upon or in the treat- 
ment of patients, it does not include beds, bedding or other household 
equipment in the wards or sick rooms. 

Live Stock. 

, Live Stock includes all horses, cattle and all zoological specimens 
puvchas cable out of state funds. 

Motorless Vehicles and Equipment. 

Motorless Vehicles and Equipment includes all vehicles of what- > 
ever character which are not self-propelled. All horse-drawn trucks, 
wagons, busies, carriages, carts, land carts, etc.. are to be included 
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under this heading, with the exception" of fire apparatus, which in the 
principal part of the plant and classed as General Plant Equipment. 

Motor Vehicles and Equipment. 

Motor Vehicles and Equipment will include all automobiles, motor- 
cycles and other self-propelled vehicles, with the exception of motor fire 
apparatus, which would be classed as General Plant Equipment. 

Wearing Apparel. 

Wearing Apparel will include all clothing or other apparel to be 
worn upon the body by patients, inmates or employees of state insti- 
tutions or employees in any department to be equipped by the state with 
clothing. It will include boots, all parts of uniforms, such as buttons and 
all shields and badges. 

Educational and Recreational Equipment. 

Educational and Recreational Equipment will include all gym- 
nasium apparatus, school equipment used in play grounds, school or 
recreation centers. It will not include any power plant, plumbing station 
or shop connected with any recreation center, as such will be included 
under General Plant Equipment. 

General Plant Equipment. 

General Plant Equipment will include all equipment not otherwise 
classified. In some cases it will include practically all the equipment of 
the department. 

CONTRACT AND OPEN ORDER SERVICE. 

{Standard account title.) 
Definition of its classifications. 

General Repairs. 

All expenditures for materials, parts, labor and other things under 
Contract and Open Order Service for repairs caused by wear and tear, 
waste, loss and breakage. Motor vehicle repairs is a separate classifica- 
tion. Also extensive repairs includf-d -^nd defined under "Additions and 
Bettemicnts". 

Motor Vehicle Repairs. 

This includes repairs to automobiles, auto trucks, motorcycle's and 
niotorl)oats. It should not be confused with motor vehicle supplier or 
equipment. 
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Water. 

All expenditures under Contract and Open Order Service for water 
used for fire protection, sanitation, irrigation, and all other except drink- 
ing purposes. 

Light, Heat and Power. 

All expenditures for services other than personal, the purpose of 
which is to supply light, heat and power. There is no connection here 
between the supplies and materials necessary for light, heat and power 
production. 

Light, heat and power is sul)-clas.sified as follows: 

(a) Lighting grounds. 

(b) Lighting buildings. 

(c) Lighting Capitol dome. 

(d) Power. 

(e) Heat. 

Janitorial Service, 
All expenditures for contractual cleaning, washing windows, etc. 
Do not confuse this classification with regularly employed janitors 
whose services are personal and appear on a payroll of regular form. 

Tr ansportatio n. 

All expenditures for service other than personal, the purpose of 
which is to carry persons or things from place to place by land, air or 
water. Tliis is sub-classified as follows: 

(a) Hire of horse and vehicle with driver. 

(b) liire of horse and vehicle without driver. 

(c) Storage of motor vehicles. 

(d) Storage of inotorless vehicles. 

(e) Shoeing and boarding horses. 

(f) \'eterinary services. 

(g) Hire of automobiles. 

(h) Expressage, freight and deliveries. 
■ (i) Traveling expenses. 

( I ) Railroad, traction and steamship fares. 
( 2} .Stateroom, chair car or sleeper. 
(3) Meals. 
( 4) Hotels. 

(5) Street car. 

(6) Cab or bus. 
( 7) Livery. 

( 8) Telegraph. 
( 9) Telephone. 
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(lo) ' Stenographer. 

( 1 1 ) Express. 

.{12) Postage. 

(13) Office Rent. * * 

(14) Witness fees. 

(15) Maintenance of witnesses, 

(16) Serving subpoenas. 

Communication. 
AU expenditures for services otiier than personal the purpose of 

which is to transmit messages from place to place by telephone, telegraph, 
cable, wireless and messenger. Its sub-divisions are : 

(a) Telegraph, 

(b) Telephone. 

(c) Cable and messenger service. 

Contingencies. 

All expenditures personal in character or otherwise that cannot be 
foreseen at the time of making the budget. Sums expended from the 
contingency accounts must he allocated to one of the standard account 
titles and so classified. 

General Plant Service, 

Ail expenditures for services other than personal that are not allo- 
cable to any of the preceding classifications or sub-classifications of the 
standard account title. 

ADDITIONS AND BETTERMENTS. 

(Standard account title) 
Definition of its classification. 

Lands. 

.■\ll expenditures for the legal title to land and for leaseholds and 
interest in lands as purchase price. 

Structures and Parts, 

All expenditures for buildings erected for the purpose of housing 
people, animals or property of any kind; things or parts of things, budt 
or installed, alterations for continuing use of sheltering, supporting, 
storing or protecting persons, animals and property; all expenditures 
directly allocable to additions and betterments; actual additions to 
property such as new buddings, new engines and tools which did not ex- 
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ist before or additions to articles of this class already existing. Neces- 
sary expenditures to restore to normal working efficiency any property 
purchased in a depreciated condition. Replacements and repairs and re- 
. newalS of structures recurrent at various intervals which do not result 
in any change in working efficiency. Alterations to capital assets which 
result in an increase of capacity or a reduction of expense, or both. 

Non-structural Improvements to Lands. 

All expenditures for aiteration of lands such as fences, stone walls, 
roads, walks, drives, drainage, tunnels, grading, landscape and all orna- 
mental and commemorative structures. 

FIXED CHARGES AND CONTRIBUTIONS. 

(Standard aj:count title) 

Definition of its classifications, 

(i) Sinking Fund. 

(2) Common School Fund. 

(3) University Fund. 

(4) State Normal School Fund. 

(5) Highway Fund. 

(6) Rent. . 

(7) Insurance. 

(8) Contributions. 

Sinking Fund. 

Interest on the irreducible debt of the state, which constitutes the 
school, ministerial, indemnity fund; Ohio University and Ohio State 
University fimds. 

Common School Fund, 

Money apportioned by the Auditor of State according to law to the 
several counties semi-annually upon the basis of the enumeration of 
youth therein, transmitted to him by the Superintendent of Public 
Instruction. ■ 

University Fund. 

Tax levy according to law. 

State Normal School Fund. 
Tax levy according to law. 

Highway, Fund, 

Tax levy according to law. 
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Rent. 

All expenditures for rooms, quarters, space, grounds, etc., used for 
the conduct of the state's business. 

Insurance. 

Premium on personal indemnity bonds where paid by the state and 
premium on insurance held by the state against fire, tornado, etc., losses. 

Contributions. 

All expenditures that are of a contributory nature such as me- 
morials, expositions, railroad maps, legislative histories, centennials, 
membership dues, damage claims, death claims, gratuities, etc.. 



Obviously, there should be soine distinction between the heavy, 
permanent machinery of a plant and the little things consumed from 
day to day in the operation of that machinery. It is not only logical but 
■ nocessarj- to make a distinction between the principal and absolutely 
necessary essential equipment of a plant and the fuel, oil, waste and other 
articles incidental to operation. The only distinguishing line is that 
laid down in the rule to the effect that supplies are articles which tan be 
used only once, or when used more than once, show a mateijial impair- 
ment of their physical condition^ or. in other words, become so changed 
by a single use that they are unfit to be put back into stock. 

A lead pencil can be used more than once, but cannot be used at 
all without physical impairment of its condition. It falls naturally under 
the classification of Supplies. .\ typewriter can be used many times 
and then put back into stock. In fact, frequently typewriters are used 
for trial before being sold. On the other hand, a typewriter ribbon can- 
not be used without an immediate, perceptible impairment of its physical 
condition. 

By keeping the definition of Supplies in mind there should never 
be any difficulty in placing all articles where they belong. The rule 
adopted in the Budget gives a definite meaning to '"Supplies" and in- 
cludes in this meaning everything except little things of transient use 
which are supplemental to equipment but which- have not a degree of 
permanency sufficient to justify their classification as Equipment. . 

Any state official or emjiloyee who is in doubt concerning the proper 
classification of a thing to be purchased, can secure a ruling by applying 
to the Budget Commissioner. 
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RULES OF PROCEDURE FOR FILLING OUT 
DEPARTMENTAL ESTIMATE FORMS. 



To the Heads of all Bureaus, Boards, Commissions and Departments: 

The following rules of procedure are laid down for your guidance 
in preparing yoitr estimates for the next Budgets in accordance with the 
General Code of Ohio, Sections 270-1 to 270-5 inclusive, (Ohio Laws 
103). The blanks are uniform for all departments and are furnished by 
the Budget Commissioner, 

You will make three (3) complete estimates this year — the first 
covering the four and one-half months period from February 16, 1915 
to June 30, 1915, and one each for the two years of the biennium, July 
I, 1915 to June 30, 1916 and July i, 1916 to June 30, 1917. 

Old section 260 of the General Code fixed the fiscal year for ail de- 
partments, institutions, public works and buildings" of the state, from the 
15th day of November to the 14th day of the next November, both in- 
clusive. The appropriation year provided by this section began on Feb- 
ruary 15th. 

This section was amended by sections 260-1 to ,2604, inclusive, of 
the General Code, {103 O. L. 661.) 

The amendatory sections are to be in full force and effect on and 
after July i. 1915. This amendment, changing, as it does, the fiscal year 
and also the appropriation year, makes necessary an appropriation to 
cover the interregnum between February 16, 1915 and June 30, 1915. 
inclusive. 

Three (3) copies of each estimate are to be made; the original and 
one copy to be forwarded to the Budget Commissioner ON OR BE- 
FORE NOVEMBER IS, 1914, and one to be retained by the depart- 
ment making the estimate. 

Estimates must always be furnished and requests made under the 
name of the Bureau. Board. Commission or Department set forth at top 
of each form. This provides a classification by departments and 
functions. 

Twelve f 12) forms on ten ( 10) sheets are provided and instructions 
follow as to how you shall fill ihem out. 

Form A — Personal Service — Salaries. 

Titles of positions where no change is requested must be shown in 
first column and titles of new positions or all positions in which a change 
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is requested must be shown in the second column. For example, a 
that the head of a Bureau, Board, Commission or Department has 6 
clerks at $900 each, and wishes to promote one of these clerks to $1050 
and to add another cierk at $900. In sUch case he should nol simply 
request 6 clerks at $900 and an additional clerk at $1050, but should 
ask for 5 clerks at $yoo, the title of the position to be carried in the 
first coUinin. In the second column {which is to be used for titles of all 
new positions requested and all existing positions in which changes are 
requested) he should request a cierk at $1050. It is to be noted that 
although six positions at $900 are desired, if all six should be requested 
in one line item there would be nothing to indicate that one of them is 
a new (xjsjtion to take the place of a $900 clerk increased to $1050. For 
. that reason the forms must show a new $900 clerk in the second column, 
and also show in the second column the title of the $900 cleric wlio is 
to be promoted to $1050. Another column must show that the new 
$900 clerk is added force. In still another column the fact must be 
shown that the requested $1050 clerk is due to a proposed promotion 
from $900, making a salary increase of $150. The head of this Bureau. 
Board, Commission or Department has shown that he wishes to increase 
his force and also increase salaries. He requests an increase of $150 
in the salary of one of his clerks at $900. Consequently, he puts the title 
of the employee in the second column under the heading "Column for 
new positions and changes". He puts the rate $1050 in the rate column 
under the heading, "Requested for 1914", and shows on the same line 
in the rate column for "Existing Conditions" the fact that the present 
rate is $900. In another column headed "Salary Increases" under "Com- 
parison of request with existing conditions" he puts the $150 on the same 
line which he follows across under the heading "Individuals for whom 
salary increases or decreases are requested" he puts the name of the 
clerk and notes the fact that the date of the last increase was February 
15th, 1906, and the amount of the last increase $150. 

This arrangement will enable the Finance Conmiittce to see at a 
glance that the Bureau. Board. Commission or Department will have 
5 clerks at $900 to be left at that rate, that a new position at $900 is 
requested, and that there is one promotion at an increase of $150. 

Any number of incumbents at the same rate for whom no change 
is requested shall be grouped together on a single line. 

The most important requirement in Form A is that for every posi- 
tion in which any change is requested a separate line must be used for 
each iticumbeitt, or if positions are vacant, a separate line for each 
vacancy. This is true no matter if the incumbents are all receiving the 
same rate and it is proposed that they are all to receive a uniform increase. 
Each case must be considered separately because of the question of 
personal identity. I'sually increases are requested on the ground of 
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superior merit, and for this reason sufficient supporting data showing 
the facts concerning the employee should be sumbitted with the request. 

Titles of "Dropped Positions" must appear in second column. 
Vacancies must l>e shown as such, and each Dropped or Vacant position 
shown on a separate line. 

In cases where reductions in salaries are requested, a separate line 
must be used noting the fact in space provided, giving the employee's 
name and avtoinit of last increase. 

Where a transfer occurs, the employee is dropi>ed so far as this 
schedule is concerned. Where transferred to must be noted opposite 
his title. The rate of his salary appears in the column headed "Dropped 
J'osition", The use of the words "dropped" or "transferred" in the 
remarks column show that the position is eliminated or transferred. All 
changes no matter how unimportant ihey may appear must be shown on 
separate lines and columnar data given as provided on sheet. 

In the box space at top of sheet the Bureau. Board, Commission or 
Department will fill in on Form A the colmnns beaded "Mo, of Incum- 
bents" and "Requested" only. These spaces provide for a summary 
of column totals. For instance, the number of incumbents is 25. This 
should appear at the foot of column showing the number of incumbents 
requested and the figures 25 should be inserted in the space for the 
total number of incumbents at top of sheet. The summary at the top 
must agree with the totals at the foot of the column; or, if more than 
one sheet is used for a schedule, with the total at the foot of the columns 
on the last sheet. 

The itct results of summaries must be inserted in box at top of 
sheet, i. e., the decreases in salaries requested are subtracted from in- 
creases in salaries requested and net balance inserted. The same is done 
with the total of air increases and decreases from all sources. 

It is Imp(>kt.\nt to Rememper Th.\t in no Case Can a Line 
Item be used for mori; Than One Inxumbent Except Where no 
Change is Proposkd. Wherever there is the slightest change from ex- 
isting conditions everv position affected l)y this change must appear in 
a line by itself. 

If the schedule shows 15 clerks at S900 and it is proposed to make 
changes in five of these jwsitions the 10 undisturbed positions may be 
■carried in a single line, but there must be a separate line for each of 
the 5 other positions in which changes are to be made. This must be 
done always no matter how many new positions are requested at the 
same rate and same title. Even if five clerks at the same rate are to 
l)e dropped, five Hues must be used. 

Forra B — Personal Service — Wages. 

This form shall be used where compensation for services performed 
IS on a daily basis ; give title of position, number of days, rate and 
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amount; your expenditures for first six months 1914 (appropriation 
year) and comparison in columns provided for same. Use separate lines 
where rate and title are different. The columnar captions of this form ' 
are self-explanatory. The Bureaus, Boards, Commissions or Dejiart- 
ments. will fill in complete to column headed "Recommended by Budget 
Commissioner." 

Form BB — Personal Service — Unclassified. 

This form shall be used where the service is c>f a personal character 
but cannot be allocated to Salaries or Wages classifications. Give the 
purpose in space provided and make re<jiiest based on a unit of. cost 
also the rate per unit. Existing conditions must be shown with expendi- 
tures for the first six months 1914 (appropriation year), and a com- 
parison made between the first six months 1914 (appropriation yeai*) 
estimated expenditures in 1914 (appropriation year) and request for 
1915, I9i5-i6and 1916-17. 

Refer to the definition for Unclassified Service before filling out 
this sheet. 

Form C — Supplies. 

The procedure in fitlling in Form C must be in strict accord- 
ance with the Budget Classifications adopted for 1915-16 and 1916-17. 
The Standard Account is defined on lop of this form and its classifica- 
tions in the fore part of this pamphlet. The several kinds of items 
comprehended by each classification shall be set forth on separate lines. 
For example, Classification No, i. Food Supplies, should show items 
such as canned goods, fresh meats, etc.. specific kinds, (juantities. etc. 
Similarly, Classification No. 3, Fuel Supplies, shall show on separate 
lines such items as anthracite coal, wooil, stovewood, etc., bj' specific 
kinds, quantities, etc. 

Articles of trivial cost to the amount of $100.00 may be lumped 
together on one line and called "Not specified". In such cases it will 
not be possible to give the unit cost. 

Form D — Materials. 
The procedure in filling in Form D — Materials — will be in strict 
accordance with the Budget Classifications for 1915-16 and 1916-17 and 
also the rule for filling in Form C^ Supplies. 

Form E — Equipment. 

The procedure in filling in Form E — Equipment — will -4)e in 
strict accordance with the Budget Classifications for 1915-16 and 1916-17 
and also the rule for filling in Form C — Supplies, 
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Form F — Contract and Open Order Service. 

The procedure in filling in Form F — Contract and Open Order 
Service — will be in strict accordance with the Budget Classifications 
adopted for 1915-16 and 1916-17. The ruling on this Form is the same 
as on Forms C, D, and E, and the estimate prepared in like manner. 
For your guidance a definition of the standard account is printed on 
the top of the Form, also its classifications. Give the unit of measure 
in all cases including repairs except where the items are trivial repairs 
when they may be him^ied. The unit of measure is oftimes the thing 
repaired as repairs to desk, the unit of measure would be "Desk." Re- 
pairs to pavement, repainting, repairs to roof, walls or flooring, or 
whenever ]>ossible the unit should be the square foot or square yard 
of area to be repaired. 

Under Contract and Open Order Service "Motor Vehicle Repairs" 
and "Water Service" are self-explanatory. Light, Heat, and Power, 
the fourtli classification of this account is sub-classified into five parts. 
Be careful to request on separate lines amounts needed for each of 
these sub-classifications. The definition disposes of the fifth classifica- 
tion. You will have little, if anything under this classification. The 
sub-divisions of the sixth classification "Transportation" are deemed 
self-explanatory except (e) and (f). "Shoeing and Boarding Horses" ■ 
and "\'eterinary Services" must be classified under "Transportation" 
where service is purchased for horses engaged in transporting persons 
or things from place to place. In all other cases "Veterinary Service" 
shall be classified as Personal Service — ^"BB — - Unclassified". 

U\DF.R Cr.ASSIFICATION "COMMUNICATIOX^" YOU 
WILL PLEASE FURNISH THE BUDGET COMMISSION IN 
EVERY CASE. THE NAMES AND TITLES OF INDIVIDUALS 
HAVING TELEPHONE SERVICE. AND EXACT LOCATION 
OF TELEPHONES. 

Form G — Additions and Betterments. 

(Capital Outlay.) 

( )n this Form you will give the information reque.sted by the 
■columnur captions, dealing first with land to be purchased- — "Structures 
and Parts" and "Non- Structural Improvements to Lands". It is not 
thought necessary to instruct further with reference to this Form. See 
definition. Fill in carefully the boxes and answer fully all questions 
appearing on this Form. 

Capital outlay or expenditures for "Additions and Betterments" 
result in the acquisition of capital assets or fixed property. AI! 
■accounting practice and procedure rules set this up as fixed assets and 
shows same on a proper "Balance Sheet Assets". Great care should be 
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exercised in preparing this Form so that we may have the information 
available next year that is essentia! to the adoption of some form of 
"Balance Sheet". 

Fixed property consists of land and improvement. 
Buirding and Structures — Plant, machinery and fixed tools, 
.movable equipment and furniture and fixtures. 

Form H — Fixed Charges an.d Contributions. 

Upon this Form all colleges, Universities and Normal Schools 
receiving state aid will list in proper column under general heading . 
"University and Normal School Levies" the amounts received for sup- 
port of either University or Norma! School or both. 

All rent requests must be entered on this sheet as it is classified 
as a fixed charge. Insurance is also a fixed charge and will be placed 
in column headed "Insurance". This will include all classes of insurance. 
Other columns on this sheet are not for use of departments. 

Form I — Rotary Funds. 

This Form is for use in rare cases only and at present is used 
only by one department — ■ the Ohio Board of .A.dministration. See 
definition of "Rotary- Funds". 

Form J — Recapitulation. 

This form is used for several purposes. A general summary of 
departmental requests — a line for each code number to show allowances 
for 1914 and requested for 1915, and to make a comparison between 
requests and allowances. In making out this form Bureaus. Boards, 
Commissions and Departments will fill in only that jjart of the form 
preceding the column headed "Recommended by Budget Commissioner". 

Form K. 

While not an estimate sheet this form is of very great importance 
and the information requested thereon is co-ordinately essential for 
budegtary purposes with that requested on Forms A to J inclusive. 
Boards. Bureaus. Commissions and Departments will fill in and return 
with Fstimate forms to Budget Commissioner. 

Forms Y and Z are for the State Auditor's use only. 

Two styles of forms are provided for use in preparation of your 
estimates — one for personal service and the other for services other 
than personal. Use a separate blank form for each office or main func- 
tion. In some cases a separate blank form will have to be used for 
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each classification but in most cases two or more classifications may 
be grouped on a single sheet. Set forth at top of sheet on lines provided 
for same, name of office and main function. 

The tenii-"year" as used in the Budget means appropriation year 
unless otherwise specified. 

Departments must be careful in distinguishing between "expended", 
"consumed!' and "issued". The word expended is used in its ordinary 
dictionary sense and relates to an expenditure of money and not to an 
expenditure of goods or articles from a storehouse. The word consumed 
is to be used only for goods actually consumed and must not be applied 
to goods which have been sent on direct invoice to a point where later 
they win be consumed. Goods which have not gone through a store- 
house must not be shown a,s consumed unless they have actually been 
consumed. Goods which have gone through a storehouse and have 
been issued must not be shown as consumed unless they have been 
consumed, or in cases where the quantities are trivial the consumption 
is under' way. The object of determining the quantities consumed is 
to know how much i,s available for the remainder of the year. The 
fact that broken stone, for instance, is delivered directly to a road 
which is to be repaired should not be considered consumption. Consump- , 
tion of the stone is its actual use. "Expended" should always include en- 
cumbrances and obligations which have been incurred, even if deliveries 
and payments have not been made. In most c?ses the word "consumed" 
will apply to Supplies and Materials, the word "expended" will apply 
to. Contract or Open Order Service, and the word "issued" will apply to 
Equipment. Departments should pay particular attention to the obser- 
vance of these distinctions. 

The law i>rovides that these estimates shall be submitted to the 
Budget Commissioner on or before Xovember 15th. It is highly im- 
portant that the forms shall be filled in and returned as soon as possible 
after they are received by the Bureaus, Boards. Commissions and De- 
partments, so that the Budget Commissioner can make a thorough 
examination of the requests. Heads of Bureaus. Boards, Commissions 
and Departments are earnestly requested to cooperate with the Budget 
Commissioner by submitting their estimates as early as possible. 

Additional Information Required. 

In addition to the information called for on the forms. Bureaus, 
Boards, Commissions and Departments are requested to furnish a com- 
plete statement concerning the reasons for every salary increase re- 
quested, and also concerning each new position requested. 

The statement concerning each salary increase requested, should 
give full civil service history of the person for whom the increase is 
requested. It should show the duties performed by the person, and 
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whether or not the position is entirely subordinate, or if it entails super- 
vision over the worI< of others. If the position is of a supervisory na- 
ture, the statement should show the number of employees supervised, 
their tilles and getieral duties. Every reason for the proposed increase 
siiouki be stated. 

A full explanation should be made in every case of a request for 
new force. Departments should show why present force is inadequate, 
if such is the case. 

Bureau, Board. ^Coniniission and Department heads arc reque-sted 
to be careful in use of the forms submitted as the supiily is limited. 
However, in case other sheets are necessary, they may be obtained by 
applying to the Budget Commissioner. 

Respectfully, 
. \V.<>. Hkffer-vi.^n, 

October ist. iyr4. Budget Commissioner. 
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BUDGET CODE. 



For accounting and auditing purposes each Bureau, Board, Commis- 
sion, Department and Institution shall be designated in the Buc^get by 
abbreviation which will show whether its functions are administrative, 
legislative or judicial. The Standard Account Titles are also designated 
by code together with their classifications and sub-classi 6 cations as 
follows : 

Code. 

STANDAiaD ACCOUNTS. 

A indicates Personal Service. 

C indicates Supplies. 

D indicates Materials. 

E indicates Equipment. 

F indicates Contract and Open Order Service. 

G indicates Additions and Betterments. 

H indicates Fixed Charges and Contributions 

I indicates Rotary Funds. 
A — Personal Service. 

A I. Salaries. 

A 2. Wages. 

A 3. Unclassified. 
C — Supplies. 

C I. Food Supplies. 

C 2. Forage and Veterinary Supplies. 

C 3. Fuel Supplies. 

C 4. Office Supphes. 
C 4. a — Postage. 
C 4. 1>— Other Office Supplies. 

C 5. Medical and Surgical Supplies. 

C 5. Laundry, Cleaning and Disinfecting Supplies. 

C 7. Refrigerating Supplies. 

C 8. Educational and Recreational Supplies. 

C 9. Botanical and Agricultnral Supplies. 

C 10. Motor Vehicle Supplies, 

C II. General Plant Supplies. 
D — Materials. 

D I. Highway Materials. 

D 2. Building Materials. 

D 3. General Plant Materials. 
31 
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E 



Equipment. 

E I. Office Ecinipnient. 

E 2. Househoid Equipment. 

E 3- Medical and Surgical Equipment. 

E 4. Live Stock. 

5. Motorless Vehicles an, I Equipment. 
E 6. Motor Vehicles and Equipment. 
E 7. Wearing Apparel. 

E 8. Educational and Recreational Equipment. 
E 9, General Plant Ecpiipment. 
-Contract and Open t)rder Service. ' 
t' J. General Repairs. 
F 2. Motor \'eliicle Repairs. 
F 3. Water. 
V 4. I-iglit, fleat and Power. 

a^Lighting (ironnds. 

I>— Lighting Ituildings. 

c — Lighting Capitol Dome, 
F 4. d — Power. 
F 4. e — Heat. 

5. Janitorial Service. 

6. Traiisportation. 

F 6. a^Hire of Horse and \'ehicle with Driver, 

F 6. b — Hire of Horse and \'ehicle without Drive: 

F 6. c — Storage of Motor \'ehicles. 

F 6. d— Storage of Motorless \'ehicles, 

F 6, e — Shoeing and Boarding Horses, 

F 6. f— Veterinary Services. 

F 6, g— Hire of Automobiles, 

F 6. h— Expressage, Freight and Deliveries. 



6. 


i— 1 


raveling Expenses. 


F 


6. i 


I— Railroad. Traction and Steamship 


r 


6. i 


2— Stateroom, Chair Car or Sleejier. 


F 


6. i 


3— Meals. 


F 


6. i 


4— Hotels. 


F 


6. i 


5 — .Street Car. ■ 


F 


6, i 


f^Cab or llus. 


F 


6. i 


7— Livery. 


F 


6. i 


8— Telegraph. 


F 


6. i 


9 — Telephone. 


F 


6. i 


10 — Stenographer. 


F 


6. i 


1 1 — F.xpress. 


l- 


6. i 


12— Postage. 


F 


6. i 


13— Office Rent. 


F 


f,. i 


14— \\'itness Fees-. 
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F 6. i 15 — Maintenance of Witnesses. 
F 6.-i i6^Servmg Snbpoenas. 

F 7. Coiiinmnication, 
F 7 a — Telegraph. 
F 7 b — Telephone. 
F 7 c — Cable and Messenger Service. 

F 8.' Contingencies. 

F 9. General Plant Service. 
G — Additions and Betterments. 

G I, Land. 

G 2. Structures and Parts. 

G 3. Xon-strnctnral Improvements and Lands. 
H — Fixed Charges and Contributions. 

H r. Sinking Fund. 

H 2. Common School Fund. 

\\ 3. University Fund. 

H 4. Xomial School Fund. 

H 5. Highway Fund. 

H 6. Rent. 

H 7. Insurance. 

H 8. Contributions. 
I — Rotary Funds, 
J — Recapitulation, 

K — Departmental Report of Revenues and Expenditures. 
Y — Anditor's Report of Revenues, 
Z — Auditor's Report of Expenditures, 

(lOVlvliN'MEXT.M. DIVISI0:J. 

State Departments classified according to functions, 
".•\dm." indicates .Administration. 
"Leg" indicates Legislature. 
^"Jnd" indicates Judiciary. 
.\dm. — .Administration. 

A^ .Administrative. 

.A [. Adjutant General. 

A 1 , a — State I louse and Grounds. 
.A I. b^ — Ohio Xational liuard, 
.A 2, Hoard of .Administration. 
A 3, Agricultural Commission. 

.A 3. a — Division of .Agriculture. 
.A 3. b — Experiment Station. 
,\ 3, c — Dairy and Food, 
A 3. d — Fish and Game. 
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A 4. Attorney General. 
A 5. Auditor of State. . 

■ A 5. a— Bureau of Accounting. 
A 6. Department of Banks and Banking. 

A 6. a — Securities Department. 
A 7. Commission for the Blind. 
A 8. Bureau of BuiMing and Loan Associations. 
A 9. Board of State Charities. 

A 9. a — Children's Welfare Department. 
A 10. Civil Service Commission. 
A II. Executive Department. 

.\ II. a — Budget Commission. 
.\ 12, Fire Marshal. 
A 13. State Board of Health. 
A 14. Highway Department. 
A 15. Industrial Commission. 

A 15. a — Board of Awards. 

A 15. b — Boiler Inspection. 

A 15. c — Examiner of Engineers. 

A 15, d — Film Censorship. 

A 15, e^ Investigation and Statistics. 

.\ 15. f — -Mining Department. 

A 15. g — Workshops and Factories. 
A 16. Superintendent of Insurance. 
.\ 17. Liquor License Board, 
A 18. State Medical Board. 
A 19. Board of Embalming Examiners. 
A 20. Board of Pardons. 
A 21. Board of Pharmacy. 
A 22. State Printing Commission. 
A 23. Prosecution and Transportation of Convicts. 
A 24. Superintendent of Public Instruction. 
A 25. Supervisor of Public Printing. 
A 26. Public Utilities Commission. 
A 27. Department of Public Works, 
A 28. Secretary of State. 

A 28 a — Automobile Department. 
A 29, State Dental Board. 
A 30. State Oil Inspector. 
A 31. State Tax Commission. 
A 32. Treasurer of State. 
A 33. Building Code Commission, 
A 34. Emergency Board. 
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E -^ Educational. 

B I. Ohio Archaeological and Historical Society. 

B 2. Bureau of Vital Statistics. 

B 3. Geological Survey, 

B 4. Juvenile Research. 

B 5. Legislative Reference Department. 

B 6. State Library — Circulation Department. 

B 6. a - — Traveling Library and Library 
Organizer. 

B 7. Topographic Survey. 

B 8. iliami University. 

B 9. Ohio University. 

B 10. Ohio State University. 

B II. Wilberforce University. 

B 12. Bowling Green Normal School. 

B 13. Kent Normal School. 

B 14. State School for the Blind, 

B 15. State School for the Deaf. 
C — Benevolent, Correctional and Penal Institutions, 

C I. Athens State Hospital. 

C 2. Boys' Industrial School. 

C 3. Cleveland State Hospital. 

C 4. Columbus State Hospital. 

C 5. Dayton State Hospital. 

C 6. Hospital for Epileptics. 

C 7. Institution for Feeble-Minded. 

C 8. Girls' Industrial Home. 

C 9. Lima State Hospital. 

C ID. Longview Hospital. 

C II. Madison Home, 

C 12. Massillon State Hospital. 

C 13. Fenitentiarj-. 

C 14. Commissioner of Soldiers' Claims. 

C 15. Headquarters Ohio G, A. R. 

C. 16. Ohio State Reformatory. 

C 17. Reformatory for Women. 

C 18. Soldiers' and Sailors' Home. 
C 19, Soldiers' and Sailors' Orphans' Home. 

C 20, State Sanatorium. 

C 21. Toledo State Hospital. 
"Leg" — Legislature. 

1. Senate. 

2. House of Representatives. 

3. Joint Senate and Hoiise. 
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"Jud" — Judiciary. 

1. Supreme Court and Law Library, 

2. Clerk of Supreme Court. 

3- Supreme Court Reporter. 

4- Judiciary. 
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